APPROVED 9/3/2002

Automated Facsimile of SLR-105

2. AGENCY CODE: 501

State of Texas
Records Retention Schedule

3. AGENCY: TEXAS DEPARTMENT OF HEALTH

Page 1 11/5/03

___ ORIGINAL SUBMISSION
___ RECERTIFICATION
__ REPLACEMENT PAGE

4. Records Series 5. Agency ) ) 7. RETENTION PERIOD 8. 9.
Item # Item # 6. Records Series Title Agency Storage  Total Sec  Arch 12. Remarks — ADDENDUM PAGE
847 - TEXAS HEALTH CARE INFORMATION COUNCIL

11 2759 HOSPITAL DATABASE AV AV C HOSPITAL PRIMARY CONTACT FILES

11 2762 PUBLIC USE DATA FILES AV AV O SUBSET OF RESEARCH FILES

11 2763 RESEARCH FILES AV AV O HOSPITAL DISCHARGE DATA

11 2797 HEDIS DATA AND REPORTS AV AV O

11 2801 HDD COMPLIANCE RECORDS AV AV O PAPER, ELECTRONIC

1.1.002 339 AUDITS AC+3 AC+3 O AC=PUBLICATION OR RELEASE OF FINAL AUDIT
FINDINGS. THE RECORD COPY OF ANY AUDIT
PERFORMED BY THE STATE AUDITOR'S OFFICE IS
RETAINED PERMANENTLY BY THE AGENCY.

1.1.007 126 ADMINISTRATIVE CORRESPONDENCE 3 3 O R

1.1.008 123 GENERAL CORRESPONDENCE 1 1 O PAPER, ELECTRONIC

1.1.013 355 DESK CALENDARS/APPOINTMENT BOOKS CE+1 CE+1 O

1.1.014 387 LEGAL OPINIONS AND ADVICE AV AV O R

1.1.019 2789 PRESS RELEASES 2 2 O R

1.1.020 401 OPEN RECORDS REQUESTS -APPROVED AC+1 AC+1 O AC=DATE REQUEST IS FULFILLED

1.1.021 409 OPEN RECORDS REQUESTS-DENIED AC+2 AC+2 O AC=DATE OF DENIAL OF REQUEST

1.1.025 410 AGENCY RULES, POLICIES, AND PROCEDURES US+3 US+3 O R

1.1.026 2788 TEXAS REGISTER SUBMISSIONS AC+1 AC+1 O

1.1.043 439 TRAINING MATERIALS US+1 US+1 O

1.1.057 137 TRANSITORY INFORMATION AC AC O PAPER, ELECTRONIC

1.1.058 471 MEETING AGENDA AND MINUTES PM PM O A

1.1.060 2786 AUDIOS OF OPEN MEETINGS AC+90 DAYS AC+90 DAYS O AUDIOTAPES, CASSETTES

RETENTION CODES (Field 7)

* - All Audit Requirements

Will Be Met

AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively

Valuable

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

MEDIUM CODES (Field 10)

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

SECURITY CODES (Field 8)

O - Open Record
C- Confidential

VITAL CODES (Field 11)

Indicate with an X
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847 - TEXAS HEALTH CARE INFORMATION COUNCIL
1.1.061 445 MEETING NOTES AC+90 DAYS AC+90 DAYS (o] P
1.1.062 450 MEETINGS SUPPORTING DOCUMENTATION 2 2 (o] A P
1.1.063 457 STAFF MEETING MINUTES 1 1 (o] P
1.1.064 2781 AGENCY PERFORMANCE MEASURES FE+3 FE+3 (o] P X
DOCUMENTATION
1.2.005 2799 RECORDS RETENTION SCHEDULE us us (o] P
1.3.001 2798 PUBLICATIONS AC/US+5 AC/US+5 (o] P PAPER, ELECTRONIC; SAMPLES ARE SENT TO
PUBLICATIONS CLEARINGHOUSE
1.3.002 2790 PUBLICATION FILES AV AV (o] R P
3.1.001 138 APPLICATIONS FOR EMPLOYMENT - NOT HIRED 2 2 (o] P MAY CONTAIN CONFIDENTIAL DATA
3.1.014 141 EMPLOYMENT SELECTION RECORDS 2 2 (o] P X
3.1.019 143 PERFORMANCE APPRAISALS 2 2 (o] P MAY CONTAIN CONFIDENTIAL DATA
3.1.020 144 PERSONNEL CORRECTIVE ACTION AC+5 AC+5 (o] P MAY CONTAIN CONFIDENTIAL DATA.
DOCUMENTATION/PERFORMANCE ADVISEMENT AC=TERMINATION OF CORRECTIVE ACTION
FORMS
3.1.023 149 POSITION JOB DESCRIPTIONS Us+4 Us+4 (o] P X
3.2 2794 PAYROLL RECEIPT REGISTER FE+3 FE+3 (o] P
3.3.023 177 REIMBURSABLE ACTIVITIES, REQUESTS AND FE+3 FE+3 (o] P
AUTHORIZATIONS
3.4.007 235 TIME OFF AND SICK LEAVE REQUESTS FE+3 FE+3 (o] (o] PAPER, ELECTRONIC
4.1.002 5638 BILLING DETAIL FE+3 FE+3 (o] P
5.1.004 2796 MAILING LISTS us us (o] E
5.2.008 2770 EQUIPMENT HISTORY FILE, EQUIPMENT LA+3 LA+3 (o] P
SERVICE AGREEMENTS
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfeT to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)
Valuable US - Until Superseded
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847 - TEXAS HEALTH CARE INFORMATION COUNCIL
5.2.010 2771 EQUIPMENT MANUALS LA LA (o] P
5.2.011 2764 EQUIPMENT WARRANTIES AC+1 AC+1 (o] P
53 264 PROCUREMENT CARD PURCHASES FE+4 FE+4 (o] P

SUPPORTING DOCUMENTATION
5.5.001 5635 BILLING DETAIL - TELECOMMUNICATIONS (NOT  FE+3 FE+3 (o] P

TEX-AN)
5.5.006 5634 BILLING DETAIL - TELECOMMUNICATIONS (TEX- FE+3 FE+3 (o] P

AN)

RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfeT to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)

AV - As Long As Administratively

Valuable

PM - Permanent
US - Until Superseded

O - Other (Specify in Field 12)



